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 1. SCOPE 
 
 1.1  Scope.  This Organizational Work Instruction (OWI) 
is applicable to personnel within the Accounting Operations 
Office of the Office of Chief Financial Officer (CFO) who 
process fund obligations. 
 
  1.2  Purpose.  The purpose of this OWI is to establish 
the detailed procedure that will be used to process 
obligation records into the accounting system. 
 
 
 1.3  Applicability.  This OWI applies to personnel within 
the Accounting Operations Office who are responsible for 
processing obligation accounting transactions. 
 
 
2. APPLICABLE DOCUMENTS 

  
    NASA FMM 9040  Criteria for Recording and Reporting 

Obligations 
 
    NPG 1441.1C    Records Retention Schedules     
 
 
3. DEFINITIONS 
 
 None. 
 
 
 4. INSTRUCTIONS 
 
  The detailed procedure for performing the obligation 
accounting process is outlined in the Attachment. 
 
  
 5. NOTES 
 
 None. 
 
 
 6. SAFETY PRECAUTIONS AND WARNING NOTES 
 
 None. 
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7. APPENDICES, DATA, REPORTS, AND FORMS 
 
 None. 
 
 
 8. QUALITY RECORDS 
 
 The hard copy obligating documents(ODN) are the quality 
records generated by this process.  They are retained for 6 
years and 3 months in accordance with NPG 1441.1C, Schedule 
9, Uniform File Index (UFI)# 9230.  The records custodian is 
the Team Lead, Commercial Accounting Office. 
 
  
 9. TOOLS, EQUIPMENT, AND MATERIALS 
 
 None. 
 
 
10. PERSONNEL TRAINING AND CERTIFICATION 
 
 None. 
 
 
11. FLOW DIAGRAM 
 
 See Attachment. 
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ATTACHMENT

Record Obligations

No

Transaction
Passes 
System 
Edits?

Yes

Receive
Obligation Document
 From Procurement

Enter Statistical Data
(Costing Method, 
Vendor Name, Payee
Info., Contract Number,
Responsible Technician,
 etc.) Into Accounting
 System

Verify
Obligated

Funds Balance
(current &

 cum)

Advance
Financing

?

Original
Signature(CO &
PROMIS) On
Document

?

Consult Initiator,
Procurement And/Or
Lead Accountant for
Corrections/Instructions
(I.e., Commitment Document
Suspended, Accounting
Code in Error, Funds not
Available, etc.)

Enter Obligation or
Simultaneous
Commitment/Obligation 
Into  Accounting System

Return To
Procurement

(or phone call)

System Updated
            GL

File Hardcopy
In Contracts

File

To 
Establish
HHS
Process

Yes

No

Yes

No

Yes

Validate Commitment
Document Funding Or
Establish Commitment
Line Item for Simultaneous
Commitment/Obligation

ACH/TIN
on 
File
?

Mail ACH/TIN
Request to Vendor

No
Yes

Review
Obligation Document


